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NIC has developed on line portal for monitoring compliances of outstanding audit paras issued 

by LFAA office (audit finalizer). This document describes  steps to be followed by auditee office 

staff towards preparing and submitting compliance of outstanding paras online.   

 

Open the portal 

 

On your desktop computer click on Mozilla Firefox or Internet Explorer. In  browsing window type 

following URL (WebSite Address).  

 

https://lcap.maharashtra.gov.in  

 

It will display following screen   

 

 
 

Click on Login link provided on the left side of above screen. It will show following screen. 

https://lcap.maharashtra.gov.in/


 
 

This login page has two options (1) Login[Demo] & (2) Login. First option allows you to login 

for practice if you are new to the system and second login allows you to start your actual work of 

compliance. You will be provided with your login credentials (user name & password) by 

NIC/LFAA.  

 

Click on Login link. It will show following screen  

 

 
 

Here on this screen you have to enter your user name, password & captcha code and click on 

login button given at bottom.  

 

As per roles defined in audittee office different role based users are available for login as given 

below.   

1. Admin: User/employee in audittee office who is allotted this role will be responsible for user 

management activities for this portal. This include new user creation, editing/updating existing 



user profile, deleting existing user, list and view all the existing users etc. Now enter Admin user 

id and password along with captcha code in above screen. It will show following screen 

 

 
 

The screen displayed here shows the name of office at the top, name and designation of admin 

user in that office because the user-id by which you logged in here and provided by NIC/LFAA 

consists of code which is unique to your office.  

On left of screen different options are listed as User-management, Issued-report, Pendency- 

status, LFA-Action. 

User Management- If you click on this option, it will show following screen displaying different 

tasks like New, Edit, Delete, View, Save, Cancel, Exit. 

 

 
 

 

 

 



If you click on New button it will display following screen by which admin user can create new 

user and can assign role (dealing hand, reviewer, finalizer etc) as shown below. 

 

 
 

If you click on Edit button it will display following screen by which admin user can edit/modify 

any existing user from propagated list.  

 

 
 

If you click on Delete button, it will display following screen by which admin user can delete  any 

existing user from propagated list.  



 
 

If you click on View button, it will display following screen by which admin user can View the 

details off all the users existing in system.  

 

 
 

Issued-report- If you click on this option it will show following screen which lists yearwise 

issued audit report along with number of audit paras in that report. 



 
 

Further after clicking on count shown under column „No of Audit Para‟ it will show screen as given 

below which lists total paras in that audit report for that year. 

 

   
 

Further clicking on „more‟ link under column „Para and Compliance‟ it will show screen as given 

below which describes detailed audit para and compliances submitted till date thereon.  

 



 
 

Even complete audit report in pdf format can also be downloaded by clicking on „Download‟ link 

provided in first screen of „Issued Reports‟. 

 

 
 

Pendency Status- On click of this option following screen will be displayed which describes 

pendency status of audit paras in terms of - pending for reply, reply in process, pending for 

outward etc. 



 
 

LFA Action report-On click to this option shows following screen which gives what action has 

been taken by concerned LFAA office on compliance, submitted finally by you stating Audit year, 

Para Heading, outward No., Final remark & Final status. 

 
 

On top right of this screen if you click on link provided besides national emblem, it will allow you 

to logout of this Admin user. 

 

2. Dealing Hand(DH): User/employee in audittee office who is allotted this role will be 

responsible for preparing the compliance for audit para. Now enter DH user id and password 

along with captcha code, it will show following screen 

 



 
 

In the middle of the above screen it shows short summary of audit paras for your office i.e. 

pending for reply, reply in process, pending for outward. On the left side of screen four options 

are listed like Audit, Issued Report, Pendency Status, LFA Action Report. Out of these we will 

focus on Audit option as remaining 3 options we discussed in previous user id. Now click on 
AuditCompliencePrepare link of above screen it will show following screen 

 

 
 

Screen itself displays year wise count of audit paras pending for reply against your office. Now 

click on count in „Prepare Reply/Modify Reply‟ column. It will display following screen 



 
 

Above screen shows all outstanding audit para list. Now click on Prepare Link and see below 

screen 

 
Note:-Only half screen could be captured in above screen shot. Remaining half screen captured 

and shown below. 



 
 

Details of outstanding para selected by you are shown in these screens. Here you can start 

writing compliance matter for the para in Reply input text box. You can upload documents in pdf 

format in support of this compliance which you entered in Reply input box. After entering 

compliance test and uploading support files you have to click on Save button. After clicking on 

Save button following screen is displayed which shows complete details of para along with 

entered compliance reply and uploaded document name. 

 
 

Now click on Confirm button. It will show the screen as given below saying “Compliance Reply 

prepared successfully..!” 



 
Click  on OKBack 

Now dealing hand user has to forward the prepared compliance to reviewer. For that click on 
AuditComplienceForward it will show following screen. 

 
Now click on count in „Para for Forward‟ column. It will show following screen. 



 
This screen shows all the paras for which you had prepared compliance reply. If you click on 
MoreAuditPara  link, it will show you following screen showing details of para for which you 

had prepared compliance. 

 
And if you click on MoreAuditComplience link it will show you following screen giving 

Complience reply saved by you. 



 
 

Now click your mouse pointer in tick box of Select Para column to select the para which you 

wand to forward to reviewer and click on Forward link. It will ask for confirmation. Here click on 

OK button again it will display message “Following para(s) forwarded for Audit Year: 2015-2016”. 

Click on OK button. It will forward the para to reviewer and the selected record will disappear 

from your user-id (DH)  login screen. Click on Exit button. Now logout from this DH user.  

 

3. Reviewer(RW): User/employee in audittee office who is allotted this role will be responsible 

for reviewing the compliance reply for audit para forwarded by DH. Now enter RW user id and 

password along with captcha code, it will show following screen. 

 
Now click on link AuditComplienceReview, it will show following screen 



 
 

Click on count in „Para For Review‟ column, it will show following screen which shows list of all 

the compliances forwarded by DH for review. 

 
 

In this screen if you click on more button it will show the details of that para. Now click on 

Review button. It will show you following screen asking for selecting Yes or No. 



 
 

If you are satisfied with the compliance reply sent by DH then click on Yes button. It will show 

following screen giving message “Audit Complience Para is Reviewed successfully for Para No. 

10”. 

 
 

Now click on OK button, the para listed before for review disappears from your login as shown in 

following screen. 



 
 

Now go 2 screens back above, where it was asked to select “Reviewed OK ? Yes/No”. Here if you 

had chosen „No‟, then the compliance would have been sent back to DH with unsatisfactory 

remarks entered by you (RW). And dealing hand (DH) again has to prepare/modify compliance 

and forward to RW.  Now logout from this RW(Reviewer) user. 

 

4. Finalizer(FL): User/employee in audittee office who is allotted this role will be responsible for 

Finalizing/Approving the compliance reply for audit para reviewed by RW. Now enter FL user id 

and password along with captcha code, it will show following screen.  

 
 
Click ON AuditComplienceApprove, it will show following screen with list of paras pending for 

approval. 



 
 

Click on count in „Para For Approve‟ column, it will show all reviewed para compliance list as 

given below. 

 
From list select the para to be approved and click on „Approve‟ button. It will ask for confirmation 

of approval followed by message „Following para(s) approved for audit year:yyyy-yyyy‟. Click on 

Ok button. It will remove this para from list pending for approval.  
Now click link AuditComplienceOutward. It will show following screen 



 
 

Click on count in „Para For Outward‟ column. It will show list of all approved para compliance.  

 

  
 

Select para checkbox(es) and click on „Proceed‟ Button. It will show following screen. 



 
 

In above screen put Reference No & Final Text if any and click on Preview button. It will 

display the cover letter as given below in 2 screen shots. 

 



 
 

Now click on „Outward‟ button. It will show following screen  

 
 

This finishes the audittee office task of compliance submission. Now logout from this 

FL(Finalizer) user.  

 

Cover Letter Generation:- Login by any user-id – Admin/DH/RW/FL. Then click link 

AauditComplience HistoryCover Letter. It will show following screen. 

 



 
 

Click on count in „No of Outward‟ column. It will show all outward compliance list as given below. 

 

 
Click on „Letter‟ link. It will generate and show the Cover Letter as shown below. 

 

Screen shot Required here. Error  

 

Click on „Enclosure‟ link. It will show the attached documents as shown below. 

 

Screen shot Required here. Error  

 

 

 

 

 

 



 

Reports – Audit Para Statics: Login by any user-id – Admin/DH/RW/FL. Then click link 

AauditReportAudit Para Statistics. It will show following screen. 

 
 

Click on count in „Reply Pending‟ Column, it will show list of all outstanding audit paras for which 

compliance reply is not yet prepared. 

 
 

Click on count in „Reply In Process‟ Column, it will show list of all outstanding audit paras whose 

compliance reply is in Prepare/Forward/Review/Approve/Outward process. 



 
 

Click on count in „Reply Sent‟ Column, it will show list of all outward audit paras. 

 
 

Reports – Complience Submitted to LFAA: Login by any user-id – Admin/DH/RW/FL. Then 

click link AauditReportComplience Submitted to LFA. Select Audit year. Click Next button. It 

will show list of outward paras as shown in following screen. 

Screen shot Required here. Error  

 

 

 

 

 

 

 

 

 



Reports – Monitor Complience Status: Login by any user-id – Admin/DH/RW/FL. Then click 
link AauditReportMonitor Complience Status. Select Audit Year. Select Section. Click on Next 

Button. It will show list of compliance paras in process as per following screen. 

 
 

Issued Reports – Login by any user-id – Admin/DH/RW/FL. Then click link Issued Report. 

Following screen will be displayed. 

 
 

Click on „Download‟ button. It will show Audit Final Report in pdf format as shown below. 

 



 
 

Pendancy Status:- Login by any user-id – Admin/DH/RW/FL. Then click link Pendancy Status. 

Following screen will be displayed showing pendency status like pending for reply, Reply in 

Process, Pending for outword. 

 
 

For any clarification please write to ………. 

 

Santosh Ugale                                     &                                             Shri. Y. J. Godbole 

Technical Director,                                                                           Sr. Technical Director, 

NIC, Pune on                                                                                                  NIC, Pune on  

santosh.ugale@nic.in                                                                             yj.godbole@nic.in  
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